LHES
*ﬁ ’E jjﬁn E i_m 'J'U Jﬁ }'E *& Announcement No. USNH-11-06
a C S -] L =h 9 May 06
Closing Dat
VACANCY ANNOUNCEMENT cponing Date
Date of Issue 26 Apr 06
1.BEFE4 Job title (BF#k Grade 3 /EH¥EM LAD?2) HERAH 4. B & Area of Consideration
% = (H
Clerk #42 No. of [ MLC/HA fE%8 (#BR)
(EFEE) Recruitment | Current MLC/IHA Employee within Activity
. N X & MLC/IHA ¢ X B (REIEBR)
X =H%% [ Hee%k O &R%x% O =&% 1 £ Current MLC/IHA Employee in commuting distance
Administrative  Blue Collar Trade Security Medical L] EMLCHAREEB(ZHEBXE)
2.EBBX Activity Current MLC/IHA Employee Japan Wide
U.S. Naval Hospital, Yokosuka, Japan (USNH) X 4+ &B Off Base Applicant
Directorate for Health Care Services, Senior Nursing Executive 5. EFADELE Type of Employment
Associated Directorate for Acute Perioperative Care
) #15 AT Working Place: 1#ZBE 1 JAET Tomaricho, Yokosuka XIMLC
3§jlﬁﬂ#ﬁiﬁ Work Schedule (5@ ﬂﬂ:{frﬁﬁ ﬁ'ﬂj hrww) |Z BEE lelted Term ( ijj ﬁ Months )
7% B Work Days: Mon - Fri
ENFSEFMRE - AR Work Hours/Recess Period: 0730-1615/1130-1215
[] #2&) Night Shift [X] F& % Overtime [] H3E Business Travel

6.FEFEM T Duties  Performs a variety of general clerical and administrative duties in the Office of Emergency Medicine. Performs
duties include but are not limited to: Prepares reports from numerous and varied sources requiring the extraction or adaptation of data,
consolidation of feeder material, preparation of brief narrative explanations and detailed arithmetical computations; answers telephonic or
personal queries and provides information concerning the availability of supervisory personnel, detailed administrative procedures or
other information requiring a good working knowledge of the organization and functions; fills out a wide variety of standard or special
forms or composes letters to effect administrative actions, requiring a good knowledge or correspondence practices and procedures. May
perform other duties such as filing and sorting and routing of mail. Performs other related or incidental duties as assigned.

1.EBBEH . BEEH Qualification/Physical Requirements
a. One year of general work experience OR completion of 2-years junior college/2-years of technical school or 4-year degree in any field.
. Knowledge of customer service concepts and practices.
. Skill in operating personal computer (MS Word, Excel, Outlook).
. Ability to perform general clerical work.
. Ability to speak, read and write English at average proficiency level (LAD 2).
. Ability to speak, read and write Japanese at native language level.
Handlcapped applicants may be accepted, depending on the degree and kind of disability.
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]

FEE 5 English Language Proficiency : [ 2% L None []#)#k Basic XIH#& Intermediate [ ]_E#% Advanced 145X DHAEF Exceptional

2 Educational Background : N/A | $25455F. & T 5 License/Certificate Required : N/A
8129 % % M Application and Associated Documents Worlgi?éjf)ilﬂdition

*X] 22 & It 5 FA#K Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil
*[] BB FFHREEZE Resume of Specialized Work Experience (HROY Form 1) http://hro.cnfj.navy.mil
*MEEAIL Complete* in | BAEE T Japanese [X] #3E& T English [ | &5 5 T4 Either

X EEDREANZHAT 5L DDE L Certificate of English Proficiency (Copy)

X80 AtNF BT L. ICHEEDEERS FFT- KA ZEVRIEMHE (12 cmx 23.5 cm)

12 cm x 23.5 cm envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is not accepted.)

B EH 5 for Job Inquiries R 5 Office to Submit E75ERHE For Official Use
SELEE BEHER POC T 238-0001 #852)I|R4RZAE HHET 1 &, Box 22 PD No.: USNH-321-003-LT
BEFRENSER / K 1 banchi Tomari-cho, Yokosuka,_Box_22 D1 p
USNH Civilian Personnel Liaison / Ms. Sakai KEFHBER MK S ANEEEREZE (HRO) S accurate anda current.
046-816-8652 COMNAVFORJAPAN, HRO Yokosuka Certified by Activity: ys
(Extension/PA#R 243-8652) JN Employment/Classification Division (N132) HRO: ah 4/26

®046-816-8152  (N#R/Extension 243-8152) '

EEZEEZHEZLTOVEWNEE BEORRIZAY FH A, Incomplete applications will not be processed.
RESINFIGHEELHIEHIRL LEHEA Submitted applications will not be returned.



